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Module 1:

Introduction

What is the
Virtual
Gateway?

Getting Started

The Virtual Gateway is a single point on the Internet for accessing
programs and services offered by the Executive Office of Health and
Human Services (EOHHS).

Enterprise Invoice Management/ Enterprise System Management
(EIM/ESM) is a web-based billing and service delivery reporting
system for Purchase of Service (POS) Providers and is one of the
many services offered through the Virtual Gateway. Use of specific
EIM/ESM modules is discussed in later modules.

This module discusses the following topics:
e What is the Virtual Gateway
e Accessing the Virtual Gateway
e Accessing Provider Services (including EIM/ESM)
e Password Management

The ultimate goal of the Virtual Gateway is to streamline service
access and coordinate service delivery. It serves three important
groups:

e Internal Health and Human Services staff
e Service provider staff
e Consumers
In addition to EIM/ESM the Virtual Gateway also offers:

e Catalog: An online catalog with descriptions of several of the
most widely used programs in Health and Human Services.

e Screening & Referral: A short online survey for consumers
and providers to determine potential eligibility for select
EOHHS programs. Multiple services can be assessed at the
same time.

e Common Intake: A single, online data collection tool for
registered providers to create applications for multiple
EOHHS programs on behalf of clients. (Login required.)

June 21, 2006
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e Transitional Assistance Gateway: An online inquiry tool
for registered agencies to view secure case management
information for various transitional assistance programs,
including Food Stamps, financial assistance, and homeless
services (Login required).

e Provider Data Management: An online service that gives
Purchase of Service (POS) providers a single place to view,
upload and edit information commonly requested by Health
and Human Services agencies. The service also provides
EOHHS agencies with a single place to view provider
information (Login required).

e Service and Transition Planning: An online tool for
registered EOHHS staff and providers to support
collaborative treatment planning and referral services for
certain children served by EOHHS (Login required).

e ASL CART Referral Services: An online service for service
providers to request ASL interpreter or CART services on
behalf of consumers; for ASL interpreters and CART
reporters to post availability schedules, review and apply for
open jobs. (Login required).

e IRIS Services for Deaf and Hard of Hearing Consumers:
A computer program for referral available to the
Commonwealth’s population of deaf and hard of hearing
consumers. The name of this program is Interpreter Referral
Information System (IRIS).

e Homeless Management Information Systems: The
Homeless Management Information Systems (HMIS) perform
data collection to capture information about citizens who
experience being homeless over a period of time.

Major releases are planned each year to continue to improve and
expand services under the Virtual Gateway.

Page 2 ESM (WHN) June 21, 2006
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Accessing the Access to EIM/ESM is through Virtual Gateway Provider Services.
Virtual To Access Provider Services:

Gateway 1. Open an Internet Explorer session.

2. Type the web address http://www.mass.gov/eohhs in your
browser.

3. Select Provider Services Gateway ENTER>>

Health and Human Services Mass..g}g-rzf-?:

\
HOME | CONSUMERS | PROVIDERS | RESEARCHERS | GOVERNMENT [ |

FMass.Gov Home FState Agencies * State Online Services|

n Secretary Timothy R. Murphy n Online Services l—

Secretary Murphy " Service Catalog " Manage Provider Data
; ‘Welcomes You to EOHHE "  Screening and Referral = Service and Transition I Health & Human Senvices I
" |ntake Planning
= Transitional Assistance ®  Sign Languags Interpreter H
e Hews & Updates
[E select an Agen Gateway Services
. = Community Resources * Hesith Alert: Mosgutto
Executive Office of Health Ik related ilnesses
and Human Services R Facts ot a Glance
> C;‘:fica'_?f Mn:diCﬁid Welcome to the *  Romney Announces Federal
§ ﬁd S =~ GATEWAY Grari to Expand Vels
Fanlwi; garwlcer:n e ¥ Health & Human Services ! et
. "
Toll-Free rumber to Bxpedite
> Difice of Digabilties and Services to Katring
Sl Vocational Rehabilitation Eaciee
Office of Health Services Helps People with Disabilities Achieve Massa.chusaﬂs Department
> Departinent of Elder Affairs ) 0f PLblic Health FEpnrts
B ————— = During the last two years, over Additional Human Case of
D . - o
Services 8,000 Commanwealth citizens Eastern Equine Encephaliis
4 with disabilities have become - Romney Signs §25 bilion
More... L) ermployed through the Public Emeroency Appropriations
. “ocational Rehabilitation Eillio Eviene el
nHomeland ==l Frograrm. Wyith rehabilitated Buscuses
Natiznal Threa - & 4

employes earnings of over 100
-y tillion, Massachusetts receives
returns ranging from $14 to §15 fo
each §1 invested.

Provider Services
Gateway

ENTER >

B

H Kev Resources

* MazsHeslth (Medicaid) The Massachusetts Rehabilitation Commission (MRC)
U] administers the program that "prornotes dignity through m Careers
Child Abuse and Meglect emplayment, creating financial independence one person at Health and Human Services

EDD'T"Q?'SQ_DD atime." MRC senes Massachusetts residents with leaming

Tip: Once you are in the Virtual Gateway, you must use the
navigation tools that are part of the application not your Internet

browser’s Back and Forward (< =) buttons.

June 21, 2006 ESM (WHN) Page 3
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| Virtual Gateway

Accessing You are directed to the Business Services page for login.
Virtual

Health and Human Services Mass.(m/ﬁ;i\_;
Gateway | coumen ] provoen_ | reseancren | oouemenr _ [SSSEEH
(Contl nued) \ Mass.Gow Home  , State , State Online Services

Virtual Gateway Business Services
The Virtual Gateway offers a new way to accese health and human service programs. To l—‘
get started, login to the right, or learn how to become an authorized user. The following
online services are currently availahle -
Catalog: An anline catalog with descriptions of several
afthe mostwidely used programs in Health and Human
Seices Login
Screening & Referral: 4 shott onling survey for Username l:l
CONSUMErs and providers o determing potential
eligibility for select EOHHS programs. Multiple services Password
can be assessed atthe same time. (cage-gensitive)
Intake: A single, anling data collection tanl Tor registered =
providers to create applications for rultiple EOHHS
programs on behalf of clients. (Login reguired.) Forqol passward?
Homeless Management: An online data collection, case management, and reparting
tool far registered homeless shelters and providers 10 manage daily oparations within
their organizations (Login requirsd) Virtual Gateway Help Desk:
13004210938
Mental Retardation Ouality Management Reporting (HCSIS): An online service for 1617-988-3301 (TTY)
providers and registered EOHHS staff to report and monitar guality managerment 9 AM -5 PM, Monday - Friday
information for individuals served by the Department of Mental Retardation (Login
reguired)
4. Enter Username and Password.
5. Click the Submit button.
The Virtual Gateway Business Services page displays.
Note: Security requires that each person have a Virtual Gateway
username and password.
Page 4 ESM (WHN) June 21, 2006
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The Virtual Gateway Business Services page displays after you
have successfully entered your username and password. You can
select the service(s) you wish to access from this page. If you need

access to additional services, you can contact your Access

Administrator. You can call the Virtual Gateway Help Desk if you

need any assistance: 1-800-421-0938.

Health and Human Services

Welcome Provider iuserone

J il
CONSUMER PROVIDER ., || RESEARCHER ‘GOVERNMENT —

» Mass.Gov Home

Virtual Gateway Business Services

Mass. o=
il

» State Government ) State Online Services

Last Update: April 13, 2006 2:05 PM

Return to the HHE Home page

The Virtual Gateway will be
unavailable August 24 from 10
PM until 6 AM, for system
maintenance.

Virtual Gateway Help Desk:
15004210938
9 AMto 5 PM Monday - Friday

Account Management

Password Management
Log Out

Note: Once you are logged in, you will have access to EIM/ESM.

June 21, 2006

ESM (WHN)
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Password Password policy rules:
Management . .

g e Each user will be assigned a username and temporary
password sent through e-mail by the Virtual Gateway help
desk

e Each user must change their password after first log in
e The password must be between 8 and 12 characters and at
least 1 alpha and 1 numeric character
e Passwords are case sensitive
e Users will be automatically logged out of the system after 30
minutes of inactivity.
Health and Human Services Mass. (/o /:“
S CETCIN CoTICI
‘R Password Management - Microsoft Internet Exy N I ] 3 |
welcome Jill Tif Health and Human Services Mass. /o ’_:,.
Virtual G;
] Change Passivard :
HNew Password: ,—
Hew Password (confirm):
Submit | Close
N——
Important Notice
Once you login, you can change your password.
To change your password:
1. Access the Business Services page.
2. Click the Password Management link.
The Change Password popup window appears.
Type your new password twice.
Click the Submit button.
Click the Close button.
Page 6 ESM (WHN) June 21, 2006
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Virtual
Gateway
Help Desk
Information

The Virtual Gateway Help Desk is available to assist with:
e General questions regarding the Virtual Gateway
e Technical questions or system issues
e Questions regarding how to use EIM/ESM
e Password resets
Please be prepared to provide the following:
e Name, organization, phone number, Email address
e Module/Page/field you were working on (if applicable)
e Description of the issue or error message
e Perceived criticality

You can reach the Virtual Gateway Help Desk at 1-(800)-421-0938
from 9 a.m. to 5 p.m. Please leave a voice mail if calling after hours.

Note: If the Help Desk is unable to resolve your issue while on the
phone, a ticket number will be issued along with any relevant
workarounds.

June 21, 2006
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Module 2:

Introduction

What is
EIM/ESM

Introduction to EIM/ESM

The EIM/ESM system provides functionality for a variety of provider
and agency users. These functions are presented as modules within
EIM/ESM. Modules that are required to complete day-to-day
responsibilities are covered in this user manual. Users have access to
their required modules when logged into EIM/ESM. Other modules
will not be accessible.

Each module in the EIM/ESM system has a corresponding module in
one of the EIM/ESM user manuals. This module discusses the
following topics:

e \What is EIM/ESM
e EIM/ESM Overviews
e Benefits of EIM/ESM

Enterprise Invoice Management/Enterprise System Management
(EIM/ESM) is a web-based billing and service delivery reporting
system for Purchase of Service (POS) Providers.

Enterprise Invoice Management (EIM) is an EOHHS-wide invoicing
and service delivery reporting tool which coordinates invoicing and
reporting across POS programs, agencies, and providers.

Enterprise Service Management (ESM) supports providers
contracted through the Department of Public Health (DPH) with a
client management and service tracking tool. ESM fully integrates
and coordinates delivery and administration of care across DPH
programs, bureaus, and providers.

This manual focuses on billing functionalities available in EIM.
Additional information about EIM/ESM can be found under the
Provider tab of the EOHHS web page: www.mass.gov/eohhs.

June 21, 2006

ESM (WHN) Page 9
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EIM Overview  EIM (Enterprise Invoice Management) enables provider
organizations to invoice or bill EOHHS agencies for certain Purchase
of Service (POS) contracted services.

Invoice and claims:
e Are generated and submitted by providers through EIM

e Are automatically adjudicated within EIM
e Adjudication results can be viewed in EIM

PRC (Payment Request for Commaodity) formerly a Payment
Voucher (PV):

e Are generated within EIM
e Can be tracked through EIM
Remittance Processing:

e Explanations of Benefits (EOBSs) can be accessed through
EIM

ESM Overview ESM (Enterprise Service Management) enables provider
organizations to maintain their client roster, program enrollments,
service plans, case management plans, and to encounter
documentation.

Client Management:
e Accepts electronic applications
e Maintains client information
Service Management:
e Determines eligibility
e Enrolls client
e Manages authorizations
e Enables service planning and tracking
Note: Initially, ESM will be deployed for DPH programs only.

Page 10 ESM (WHN) June 21, 2006
Introduction to EIM/ESM
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Benefits of How does the overall EIM/ESM service benefit providers?
EIM/ESM

e Simplifies reporting and invoicing for purchased services

e Enables providers to track invoices and claims through the
adjudication and payment process, providing information
about status, adjustments, date of payment, etc.

e Provides unprecedented enterprise reporting capabilities to
provider organizations as well as agencies

What are the Benefits of EIM?
e Provides Expedited payment
e Provides real-time payment processing
e Offers access to up-to-date financial data
What are the Benefits of ESM?
e Provides access to dynamic data collection and reporting
e Provides online, client-based enroliment

e Enhances referral throughout Treatment Episode

June 21, 2006 ESM (WHN) Page 11
Introduction to EIM/ESM
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Module 3: EIM/ESM Navigation Basics

Module Links When a user logs into EIM/ESM, the module links are immediately
available at the top of the page.

|mmmmmmmmmg

EEBE Velcome

Only authorized
personnel are allowed
to sign on. You are Alerts
accessing protected |
health information.
Improper use or
disclosure of this
information is
potentially punishable
by both civil and Tasks
criminal penalties
pursuant to State and
Federal laws, in¢luding

but not limited to HIPAA Appointments

|1 2872005 ‘ThIS iz the Training DB Restored from STEPSWHM an 12016, Update scripts throuch release 213

Displaying 1-1 of 1

Ho Tasks Exist.

Each module link corresponds with a functional area: the Billing
module provides access to claim and invoice functions, the Report
module provides access to reports, etc.

| Home | Clients | Case Management | Authorizations | Billing | Contracts | Credentials | Administration | Report ||
Clicking a module link to navigates you to the corresponding
features.

The Navigation ~ When a module is selected, a corresponding navigation bar appears
Bar on the left side of the page, allowing users to navigate to related
functions.

Fhome | Clien | Case Management | Authorization « [ Coniracts | Credentials | Administraion | Report | telp | Logout |
N

Current Location: Billing: Claim Search

Claims Claim Search
» Claim Search »
» Status Request History At least one search criteria must be entered
» PRC Search Program Hame:
» Add Professional Claim l— l—
» Add Institutional Claim Client Last Hame: Client First Hames
w Invoice Search
» Global Update Service Service Date From: E Service Date To: E
Line Provider Organization:
» Global Update
|Appropriations Rendering Provider:
DBl G G EE Payment Reference Humber: l— Original Claim Reference l—
ECB) Humber:
» Batch Authorize Claims -

5 = Line ltem Control Humber: Batch Humber:
» Service Delivery Report

Claim Status: | Select Below =

Search I

The default page—the page that displays first when a module is
selected—uvaries by module, but it is typically a search page.

June 21, 2006 ESM (WHN) Page 13
EIM/ESM Navigation Basics
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Search Searching for records is the first step in most EIM/ESM functions.
Users search for applicants, clients, invoices, claims, contracts, etc.,
depending on the functions they use.

(7] '
Sainct Belo - .
Users search by entering a value or wild card search in a criteria
field.
The wild card is 0. It can be used in alpha-numeric fields alone or
with other characters:
If the criteria is... The results will be...
M% Madeleine, Mohit, Molly, Morgan, Morty
Mo% Mohit, Molly, Morgan, Morty
Mor% Morgan, Morty
The 90 can be used alone to return all records; however, searching
for all records may be slow process.
Tip: To narrow down search results, populate as many search criteria
fields as possible (for example last name, birth date etc.)
To search:
1. Enter criteria in a field
2. Click Search
The search results appear.
Page 14 ESM (WHN) June 21, 2006
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Search Results

Breadcrumbs

Virtual Gateway ’WT_F‘
1

\. y
-

Search results consist of a list of linked records:

|Search Results

Last Hame First Name D Date of Birth Address City Region State
Adams Sam R S5EM 121311865
10 Fairbanks EOHH=
Adams Samantha R SEN 03111935 Street Auburndale  [REGION 4: s,
METRCHWEST
Almelkar Gopal u S5EM 12M 3870
ECHHS
Susten Jane R s8N 01/01 41950 LS\LD MBS lcambridge  [REGION&  |Ma
METRCWEST

Click the linked field to select and view the record.

Breadcrumbs at the top of each page allow the user to navigate to
previous pages easily.

| Current Location: Client > Client Search = Face Sheet = Client Summary

In the above example, the current page displayed is Client

Summary. To return to the Client Search page, simply click

. Do not use the browser Back button.

June 21, 2006

EIM/ESM Navigation Basics
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Module 4: Intake, Eligibility and Enrollment Overview

Overview
Who Provider Intake Staff who enroll applicants in
Women’s Health Network.
What e Receive applications
e Screen applicants for eligibility
e Apply for waivers for some ineligible
applicants
e Enroll eligible applicants and applicants with
approved waivers
When An application is created in Common Intake and
forwarded to ESM for eligibility screening and
enrollment.
June 21, 2006 ESM (WHN) Page 17
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Workflow This workflow appears the process for determining eligibility and
enrolling applicants in a program. Each step is covered in depth in
later module of this manual.

Here is an overview:

3. Screen for

1. Notification ~———Ppf Z'Aspe;:g:“:fr —p Program

Eligibility
Additional i
information No lseel‘ip?tl)ll(;im Yes—p a6' El?crzrzlt
needed? amle: i
A
Yes No Yes

v v
|| 4. Add required 5. Apply for Waiver
information waiver approved?

Receive notification of a new applicant.
Search for an applicant’s record.
Add information to an applicant’s record, if needed.

1

2

3

4. Screen for eligibility for the targeted program.

5. Apply for a waiver for ineligible applicants in certain situations.
6

Complete enrollment if an applicant is eligible or has an
approved waiver.

Page 18 ESM (WHN) June 21, 2006
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Module 5: Searching for an Applicant

Search In this section, we address the first two steps in this process:

Overview e receiving notification of new applicants in the system

e searching for an applicant

Search for Screen for
Notification — F————p»| Applicant | > ;:g?gﬁg

Additional
information
needed?

Is applicant

eligible? Yes—p»| Enroll applicant

A

Yes No Yes

h 4 h 4

Waiver
approved?

Add required .
information Apply for waiver

June 21, 2006 ESM (WHN) Page 19
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Common Intake All Women’s Health Network applications originate in Common

Notification of
New
Applications

Intake, a separate service in the Virtual Gateway.

Common Intake is the tool providers use to apply for multiple
programs on behalf of applicants. Common Intake applications may
originate in medical settings (hospitals, community healthcare
centers) or other provider settings, such as Community Action
Programs or homeless shelters.

Programs available through the Common Intake form are:

e \Women’s Health Network e MassHealth

e Food Stamps e Childcare

e \Women, Infants and e Mass Commission for the
Children (WIC) Deaf and Hard of Hearing

e Mass Commission for the Mass Rehabilitation
Blind Commission

e Long-term Care for Elders

When someone applies to Women’s Healthcare Network through
Common Intake, the data gathered is sent to ESM, where the
applicant is screened and enrolled.

When applications originate with one provider and WHN services are
delivered by a second provider, WHN administration issues a consent
for the second provider and notifies the provider by phone. The
phone call alerts the provider’s WHN intake staff to search for the
new application.

When one organization performs both intake and service delivery,
the organization develops its own business process for notifying
intake staff of a new application in the system.

As an alternative, WHN intake staff may search the system regularly
for new applications.

Page 20
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Client Search is the only way to access applicant and client records.

Client Search should be used prior to creating a new client record to
determine whether the person already exists in the database. This
helps avoid duplicate records.

You can use the search feature to locate records for review and
enrollment.

First, log in to EIM/ESM.
To access the Applicant Search page:

1. Click the Clients module.
The Client Search page appears.

Tip: The Client Search page is the default.
2. Select Applicant Search from the navigation bar.

=
Hor < | Clients | v 18e Management | Authorizations | Billing | Contracts | Credentials | Administration
'

Current Location: Client > Client Search

Client Client Search

» Client Search P

» Advanced Client | At least one search criteria must be entered.
Search
Last | i i
wCase Search Hame: irst Hame:
» Cross Program
Eligibility |
» Applicant Search ID Type: ISeIect Below LI
w Ouick Intake

e | EH
Search |

The Appllcant Search page appears.

Current Lecation: Client > Applicant Search
f Applicant Search
» Clisnt Seai

Last Name: First Name:

Applicant ID: Application Number;
Submission Date: i Expiration Date i
Program: Enrclimant Status: | Select Below x|
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Search Process

Begin at the Applicant Search page.

1. Enter search criteria.

Tip:

You can search by partial criteria in the names fields (for
example, A returns all names beginning with A)

You can use the % wild card for all fields except social
security number. Using the wild card alone in a name field
returns all records; however, the response time is slower for
wild card searches.

Available fields include:
e First or last name
e Date of birth

e ID number (Client ID, Employers ID number, SSN, WHN
Unique 1D, Health Care Financing Administration
National 1D number)

To narrow down search results, populate as many search criteria

fields as possible.

2. Click _=&arch

The search results are listed below the search criteria.

| Clignts | Case Managemant | Autharizations | Biling | Contracts | Credantiais [ Help | Logout |

Cliwnt

» Advan,

Current Location: Client > Applicant Search

« Client Search

Applicant Search

Client Swarch | Last Name: % First Hame:

Applicant ID: Applicatian Number:

Search b Submission Date: Expiration Date: ]

3. Select the applicant name link from the search results.

The Face Sheet page appears.
Important: Review Face Sheet to check WHN required eligibility

data

fields are populated.
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Face Sheet The information displayed on the Face Sheet is collected during
intake, using the Virtual Gateway Common Intake form.

Client #11548 : Jane E. Austen
Application Summary

Enrollment Status Submission Date Expiration Date

Client Summary
First Name Middle Name Last Name Suffix Type
Jane Elizabeth Austen Primary

Personal Infermation

Date of Birth: 01011950 Age: 55 Year(s) ¥ Morthis) 30 Day(s) Gender: M
Social Security Humber: 999-12-0001 Highest Grade Completed: College degree or higher
In what language do you prefer to read or discuss health related materials ? | English

Contact Information

Address Type Effective From Effective To Restricted Primary
1510 Massachusetts Avenue | Cambridge, M&, 02139 Home 07012004 Mo Yes

Extension Effective From Effective To Restricted

Primary Relation
First Name Middle Name Last Name Type

Personal Information

Date of Birth: Age: Gender:
Social Security Humber: Highest Grade Completed:
In what language do you prefer to read or diseuss health related materials? Relra;:;):.
Phone Number Extension Type Effective From Effective To Restricted Primary

Household Characteristics

Humber of Adults: 1 Humber of Children Living in Househeld: 0
Family Income: 12000.0 Income Frequency:  Annually
Employment Status: Marital Relationship Status: Divorced

Source of Income/Support: Disabilty,

Insurance
Insurance Name Type Policy Number Group Number E::m Effective Te  Primary
Mo Insurance Uninsured 08/29/2005 Mo
Cultural Background
Spanish/ Hispanic/ Latino? No U.S. Citizen Yes

Ethnic'&f Europesn Date of entﬂ in the U.5.

Tip: You cannot edit information directly within the Face Sheet;
however, you can easily navigate to editable forms from this page.

June 21, 2006 ESM (WHN) Page 23
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Face Sheet The Face Sheet is a summary of all applicant information available
Information in the system.
It includes:

e personal information

e contact information

e demographic information
o0 household characteristics
o cultural background

e relatives

e insurance information

e referrals
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Module 6: Adding and Editing Applicant Information

Applicant Often, incoming applications do not contain all information needed
Information for eligibility determination and enrollment.
Overview If required information (demographic data collection) is missing, the

system notifies the provider and supplies links to screens where the
required information can be entered. Once the information is entered,
the provider screens for eligibility again.

Screen for

e Search for
Notification ¢ applicant —p program
PP eligibility

Additional
information
needed?

Is applicant
eligible?

Yes—p» Enroll applicant

A

Yes No Yes

h 4 h 4

Add information;
screen again for
program
eligibility

Waiver

Apply for waiver | approved?

June 21, 2006 ESM (WHN) Page 25
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Adding and When the system is unable to determine eligibility because of

Editing missing information, it provides links to forms where information

Information can be entered.
Eligibility Results
More intake information is needed to determine eligibility for this
person in the selected program. The following information is required:
Add Insurance
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Editing Information can also be added and edited from the Face Sheet.
::nforn:ﬁtllo:n When the Face Sheet is displayed, the navigation bar provides
SEZQ € race categories that link to forms where information can be edited.

Manage Client

w Face Sheet |

w Client Sumimany

w Fersonal Info

w Referrals

w Relations

w INSUrance

Note: Personal Information and Referrals lead to sub-menus.
When you click a category on the navigation bar, a form appears.
When you select Personal Info, you can access demographic and
household information.

Manage Client
m;m - " P s e y
phen=onallinfo Primary Address: | 1510 Massachusetts Avenue, Cambridge, Mo 02139
» Referrals =
= Primary Phone
» Relations Humber:
»Insurance
- Prefic  |Mrs A
wConsents
» Single Program *First Hame: |[Jane Middle Hame: IEI\zabeth ‘Last Hame: IAusten
Eligibility = =
= - Highest Grade B

» Eligibility Assessment Suffix: | Select Below vl 1.:Jom|)|;ed: |Cullege degree or higher j
» Enrollments RIERED 55 Year(s) 7
»Waivers 'Date of Birth: Age: Month(s) 28 Day ‘Gender: IF-FemaIe |
» Services E (=)

‘Social 5 it

QeI SECUY 339120001 Refused [ Unknown [
Humber:
. . 0BM09/2005 . i
Date Created: hEaAT Created By: steps
. . O5M 82005 . X
Date Changed: 02720 Changed By: steps
Save Changes Delete Client

Add inform

ation, and click =~ Save Changes |

Tip: Click Face Sheet in breadcrumbs or on the navigation bar to
return to the Face Sheet page, where you can screen for eligibility or

Current Location: Clies

Ma [ent

» Face Sheet
- inmary
» Personal Info

nit > Client Seare @

» Referrals

Primary Address: 1510 Massachusetts Avenue, Cambridge, WM& 02133

» Relations.

Primary Phone

June 21, 2006
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Adding In ESM, an applicant may have multiple addresses, phone number,
Applicant types of insurance, referrals, relations etc. on record. Use the
Information following process to add an information set:

1. Select the information category.

2. Click Add Item (item may be insurance, address, referral,
etc.)

Manage Client

» Face Sheet

w» Client Summary Insurance
» Personal Info Ho Insurance Information found. Plen
o —

» Referrals

» Relations

» Insurance

p—
||< » Consents

3. Complete required fields on page.
Note: Required fields are marked with a red asterisk.

4. Click Save (Item). (item may be insurance, address, referral,
etc.)

- Current Location: Client > Client Search > Face Sheet > Insurance > Add Insurance
i

Manage Client
» Face Sheet -
» Client Summary Add Insurance
» Personal Info . T m b | r
‘nsurance Type: |Uninsure hd rimary Insurance:
» Referrals o Y
» Relations ‘Insurance Hame; IO‘ther j
» Insurance » Insurance Policy - l—
T I Insurance Group Humber:
» Consents Humber:
» Single Program *Effective From: |1 01212005 E Effective To: E
Eligibility
N e Comments: d
E
» Enrollments
» Waivers Save Hew Insurance >
» Services

Click Face Sheet in breadcrumbs or on the navigation bar to return to
the applicant’s Face Sheet.

Current Location: Client > Client Sear ¢I1 Client

Manage Client I

o Face Sheet

> Applicant Summary
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Module 7:

Eligibility
Overview

The Eligibility

Assessment

Enrolling an Applicant into a Program

Before enrolling, the applicant must be determined eligible for the
selected program.

During this process, ESM compares the applicant’s data to the
eligibility rules of the program and makes a determination.

Currently, you must use the Single Program Eligibility feature to
screen for one program at a time. In future releases, a feature will be
added that allows providers to screen for multiple programs at once.

Screen for Single

iearlciz ;r?tr — Program
pp Eligibility

Notification  F————pp|

Additional
information
needed?

Is applicant
eligible?

Yes—p» Enroll applicant

A

Yes No Yes

h 4 h 4

Add information;
| test for Apply for waiver |
Single Program A

Eligibility

Waiver
approved?

The eligibility assessment asks additional questions that are program-
specific. You must complete the assessment before an eligibility
determination can be made. If the assessment is incomplete, the
system will require you to return to the initial assessment page to
start from the beginning.

The questions that appear on a page are dynamic per applicant based
on program requirements. Only pertinent questions based on
applicant data will appear.

June 21, 2006
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Completingan  To complete an Eligibility Assessment:
Eligibility 1

Access the applicant’s Face Sheet.
Assessment PP

2. Select Eligibility Assessment from the navigation bar.
3. Select Program Name.

4. Click | Complete Assessmeml

Eligibility Assessments

VWYHIN Breast and Cervical Cancer Screening F'ruvwde_‘s fice b_reast Endlcenicalicaneey
® Prograr Program screening services for uninsured {or
underinsured) women in Massachusetts
Io) YWHN Heart Disease and Stroke Prevention Program Cardiovascular screening and risk reduction
Program senvices

[ Review Assessment ] Complete Assessment

Program specific questions appear.

Eligibility Assessments

Client First Name: Kathleen

Date the information was collected (mm/dd/yyyy)*: 05032008

Staff who collected the information:
First name*: Jane Last Name™: Smith

Insurance Status®
® Uninsured O Underinsured

| 0% complete

Note: You should back date according to program policy.
5. Enter required field information.

6

Additional Eligibility Assessment question appears.
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Eligibility Assessments

Please check one or more of the following™:
[CPersanal ar first degree family history of
breast andfor ovarian cancer
[JTherapeutic radiation ta the chest
[ Clinician referral basad on abnormal
clinical findings for breast or cervical cancer
[CIClient has never had a pap, or not in the
last five years
[ ¢lient was enrolled in the program the
previous year

[ Previous page H Mext pags ]

L L 50%complete 1

Tip: The progress bar highlighted above indicates how much of the
assessment has been completed.

7. Select one or more check boxes.
8

Additional Eligibility Assessment question appears.

Eligibility Assessments

Verification and consent forms are on file?*

® Yes OMNo

Asssessment Complete.

[ Frevious page H submit survey

| 75% complete

9. Select Yes or No.
The Assessment is complete.

Note: Consents with wet signatures are still needed.

10. Click | Submit sunreg,rl

The Eligibility Assessment page appears with a message, “The
Assessment has been completed successfully!”
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Eligibility Assessments

WHI Breast and Cervical Cancer Screening Provides free breast and cervical cancer
Q Program screening services for uninsured (ar
Program
underinsured) wornen in Massachusetts
YWHN Heart Disease and Stroke Prevention Cardiovascular screening and risk reduction
(@] Program .
Program services

[ Review Assessment ] [ Complete Assessment ]

| Display 1te 2 of 2 |

‘ The Assessment has been completed successfully.

Note: The assessment is required and eligibility cannot be
determined without it.

Applicant An applicant can be enrolled once he or she is determined eligible or
Enrollment when a waiver is approved.
Overview
S h Screen for
Notification —f——P» earch for — program
applicant A
eligibility
_Additior_la Is applicant .
information No eligible? Yes—p» Enroll applicant
needed?
A
Yes No Yes
\ 4 \ 4
Add information;
screen again for At wa Waiver
program FLED approved?
eligibility
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The applicant must be screened through the Single Program
Eligibility process before he or she can be enrolled.

1. Access the Single Program Eligibility page and determine
eligibility.

2 Click Create Enrollment |

The Create Enrollment block appears.

Create Enrollment

Start Dates

Comments:

Calculate Timeframe

3. Enter Enrollment Period Start Date. This date must be
within the last 60 days.

4. Click Calculate Timeframe I
The Enrollment Confirmation block appears.

Enrollment Confirmation

WHM Breast and
Enrollment ID: Enrollment Active Program: Cer\flcgl Cancer
Status: Screening
Program

Enroliment Start Date: 090912005 Enr °"'“e":}2$ 09/08/2006 Duration: 365 Days

Medical Record e
Humber:

Enrolling Corporation: Trustees of Moble Hospital
Enrolling Facility:
Comments:

. 094 202005

Date Created: 06 545 Created By: steps
. . 0941272005 . .
Date Changed: 08 5045 Changed By: steps
< Confirm Enrollment |D
S —
June 21, 2006 ESM (WHN) Page 33

Enrolling an Applicant into a Program



Commonwealth of Massachusetts

] Virtual Gateway Executive Office of Health and Human Services

Adding an 5. Enter a medical record number (optional) and click
Enrollment Confirm Enrollment | .
from the Singl - .
om the Single A confirmation screen appears.
Program
Eligibility Page Update Enroliment
continued |
Enrollment Added Successfully!l!
WHR Breast and
Enrollment ID: 633 Er osl,lt';ﬁ';t: IActive Program: gz:;:;::j(;ancer
Program
R =
Enrollment ;‘“"'; 090912005 Ent °"'“e":}§:';: 09/08/2006 Duration: 384 Days
Cor 5:;: :':::;::J Trustees of Moble Hospital
Enrolling Facility:
Comments can be entered here | ;l
Comments;
[~
Date Created: ;ggg%gus Created By: steps
Date Changed: 103'”3%31005 Changed By:
Optional: add comments and click __Save Changes [
Accessing the To view enrollments:
Egggllments 1. Access the Face Sheet page.
2. Click the Enroliments link in the navigation bar.
The Enrollments page appears.
Enroliments
| Enrollment ID ActivityCode Program Name Status Start Date End Date
YWHN Breast and
809 3436 Cervical Cancer Active 05/05/2006 05/04/2007
Screening Program
| Display 1to 10f 1]
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The Enrollment  The enrollment assessment asks additional questions that are

Assessment applicant-specific. You must complete the assessment to complete
the enrollment process. If the assessment is incomplete, the system
will require you to return to the initial assessment page to start from
the beginning.

Completing an To complete an enrollment assessment:

Enroliment 1. From the Update Enrollment page, select Enrollment
Assessment Assessment in the navigation bar.

The Enrollment Assessment page appears.

Enrollment Assessments

Date the information was collected (mm/dd/yyyy)*: 05/04/2006

Staff who cellected the infermation:

First name™: Sally Last Name™: Smith

1. Is the client enrolling for a diagnostic workup?*

@ No O Yes

2. Does the client currently smoke?*
OYes @MNa O Unknown

Mext page

0% complete

2. Enter required field information.
3. Click Mext page |

Additional enrollment assessment questions appear.

June 21, 2006 ESM (WHN) Page 35
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Completing an

Enroliment Enroliment Assessments
Assessment
continued 3a. Has the client ever had a mammogram?*

O ¥es @ Mo O Unknown

4a. Has the client ever had a clinical breast exam?*
O ¥es @ Mo O Unknown

5a. Has the client ever had a pap test?”
® Yes O Mo O Unknown

5b. Client’s most recent pap test:

() Less than 1 year

(® One year or more, but less than 3 years
(03 years or more, but less than 5 years
O More than 5 years

4. Enter required field information.
The enrollment assessment is complete.

5. Clickl Submit sunreg,rl

The Enrollment Assessment page appears with a message, “The
assessment has been completed successfully.”

Enrollment Assessments

The assessment has been completed successfully.

Note: After the enrollment process is completed, the applicant now
becomes a client.
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Single Program  To access the Single Program Eligibility page:

Eligibility :
1. Access the applicant’s Face Sheet.
Creates the PP
Enrollment 2. Click the Single Program Eligibility link in the navigation bar.
The Single Program Eligibility page appears.
» Face Sheet
» Client Summary Single Program Ellﬂlhlllty
» Personal Info
» 2:::::3 Provides free b
" . E WWHM Bresst and Cervical Cancer Cancer SCreenir
» Insurance o Screening Program GEEED uninsured (or L
huzetts
T Single Program r WWHM Heart Disease and Stroke Program Cardiovascular
< .Eligil)ilil_t,' Presvention Program reduction servid
w Elgnbili,
» Enrollments ]
» Waivers | Display 1to 2 of 2 |
» Services
Note: This is how you determine enrollment.
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Screening for
Eligibility

In this form, you select a program, contract, and enrolling
organization; the system then determines eligibility.

After you select each item, you must click the corresponding action
button (i.e. select program, select contract). The pick lists are
populated according to previous selections. (i.e. the contracts
available are determined by the program selected).

Single Program Eligibility

VWHN Breast and Cervical Cancer Screening U ST (B o LGRS
[O] P Program screening services for uninsured (or
rograrm
underinsured) women in Massachusetts
o \Q/HN Heart Disease and Stroke Prevention Program Cardiovascular screening and risk reduction
rograrm senvices
Select Program
| Display 1to 2 of 2 |
Contract: | DPHMM370000000000000102005 v
Enrolling Organization: || Brockton Hospital ] Determine Eligibility
Eligibility Results
This person is eligible for the selected program.
This personis eligible for 365 days. ending on 05/04/2007.
Create Enrollment

To determine eligibility for a client:

1. Select a program.

Click Select Program |

3. Select a contract.

Click  Select Cortract |

Select an enrolling organization.

Click Determine Eligikiliy I

The eligibility results appear at bottom of page as determined by

program.

Note: There is usually only one contract. If there are more, consult
your organization’s contract manager to determine which to use.
Verify the contract selected is appropriate for services delivery.
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Results of There are three possible results of eligibility screening:
Eélrgelfrzlllrg e The applicant is determined to be eligible. Click
Create Enrollment | 1 enroll the applicant.

e |F the applicant is determined to be ineligible. A message
appears stating the reason for ineligibility. You may click

Request Waiver | 1, apply for a waiver. See Requesting a
Waiver module for detailed information on waivers.

e Additional information is needed to make a determination.

Eligibility Results

More intake information is needed to determine eligibility for this person in the
selected program. The following information is required:

Add Insurance Add Cultural Background Add Household Characteristics

e In this case, the system provides links to forms where
information can be entered. See Adding and Editing
Application Information module for more details. Take note if
multiple links appear for eligibility results. Once, you have
selected one of these links this page will not reappear. Use the
left navigation bar to assess the pages needed to complete
missing information that is required.

Note: At this time, waivers are only granted for men at risk for
breast cancer with a documented clinical referral.
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Disenrolling a A client is automatically enrolled for a year. During that year,
Client however, the client may drop the program or become ineligible due
to changes in income, insurance, etc. When that happens, the
enrollment should be closed.
To close an enrollment:
1. Access the Enrollments page.
2. Click the link for the enrollment you wish to close.
The Update Enrollment page appears.
Update Enroliment
WyHM Breast
Enroll ) and Cervical
Enrollment ID: 533 " OS me Program: Cancer
tatus: Soreening
Program
Medic :IIIIIF:::I;);:: |321 4 Diﬁemg:;:mecame income inelig@
Enroliment g’t“‘: 09/09/2005 EI::::IE;:: 09/03/2008 Duration: 364 Days
Enrolling .
Corporation: Trustees of Moble Hospital
Enrolling Facility:
) =
Comments:
=
Date Created: 102"13?3205 Created By: steps
Date Changed: Changed By:
[« Save Changes | >
3. Edit the necessary information.
e Mark enrollment status closed.
e Select reason for disenroliment.
e Optional: enter comments.
4. Click Save Changes |
The Update Enrollment page appears.
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What if the There is no waitlist feature in this release of EIM/ESM, nor does the
Contract is system notify a user of contract exhaustion.
Exhausted?

The organization’s contract managers are responsible for informing
intake and enrollment staff when a contract is exhausted and for

making arrangements to amend the contract or have applicant enroll
elsewhere.
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Module 8: Adding Services

To record services, users must be in a specific service plan for a
specific client. To begin recording services, a client’s service plan
must first be found or created, if one does not exist.

Note: All service entered will be professional services.

Adding Service  To add a service plan:

Plans 1. Access the Clients page.

The Client Search page appears.
Enter search criteria.

3. Click [Search].
The Search Results appear below the search criteria.

4. Click the Client link.
The Face Sheet page appears.

5. Click Service Plans on the navigation bar.
The Service Plans page appears.

Health and Human Services Mass. /_.i

Current Location: Client > Client Search > Face Sheet > Service Plans

Services. Client #14328 : Charlotte Bronte
=== >

[ Aun equests | Service Plans

Service Plan Status: | Select Below W

Effective From Date [
) e

6. Click [(AddPlan ]

The Add Service Plan page appears.
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Health and Human Services
‘Staff Name : George Holsten Organization Name : Trustees of Noble Hospit
mmmmmmm

Current Location: Chent > Client Searc e Sheet > Service P > Add Service Plan

Client #14328 : Charlotte Bronte
» Service Plans »

[SAuthorization requests___| Add Service Plan

*Service Plan Type: | Select Bebw b

: [oezez005 Effective To: [
ments:

Save New Service Plan

Note: Search from this page to determine whether a service
plans exists for the client.

7. Enter plan details, making sure to populate all required fields.

Note: The Effective From and Effective To are date fields
are very important. The system verifies that all tasks, services
or notes associated with the service plan fall within the
effective dates.

Note: The system does not allow two active service plans of
the same type to exist for an individual client.

8. Click I Save Hew Service Plan I
The Service Plan Summary page appears.

Tip: If a plan was created in error, it can be deleted from this
page (assuming all plan contents have been deleted or have an
Error status).
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Service Delivery  There are several key activities that typically comprise entering
Data Tips: service records:

ACRU 1. Add professional service

Complete appropriate assessment, as required
Report results, as required

Update service status

a > W

Add final diagnosis, as needed

A service plan is now prepared to be billed.

Note: Not all professional services will require screening
assessments, results, and/or final diagnoses.

Adding To add a professional service:
Profgssmnal 1. Access the Service Plan Summary page.
Services _ _ o
2. Click Service Plan Calendar on the navigation bar.
The Service Plan Calendar page appears.
Servita Pisn Client #13304 : Kathleen Johnson
: M&y‘ 200‘6- . i o ‘ I o iew lﬂr :
| - . Year; 20067 |
Month: May " "
| Retrieve |
3. Click Services on the navigation bar.
The Service Search page appears.
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Service Plan . Client #1 : Samantha A. Adams
» Service Plan Calendar | -
Service Plan ID: 562 Effoctive From: 01072008 Effective To:
|
| service Search
» Services »
[sFnsiDeonoses )
(R — Sorvice Code: | 200t BEkW N Diagnosis Description:
Service From: Service Toc
Status: | Select Beow W
Search
Search Results
Snrvite Cosly Ssryice Date Servics Tyeg Status
| Dp& 01112008 professonal Jordan Hoapdal, Ihe. Clamed
12000 10T00E professunal Jordan Hoaplal . Clamed
D400 1 11262005 _pro.‘ﬂwnal |Jorden Heapdal inc. Cinimed
|m;_ MZNNE professional Jorden Hoapdal, Inc. oraft
|ﬁa;§ | 1E2005 | protessianal | Jortan Hosgtal, inc Draft
| Désplay 1105015 |
| Acd Professional Service
4. Click I Add Professional Service I
Service Plan Client #1 : Samantha A. Adams
» Service Plan Calendar
» Plan Notes Service Plan Ic 562 Effective From: 01072008 Effective To:
= Tasks
e 5 Add Professional Service
= Services
= Final iagnoses ] *Service Code: | 00400 ‘Anesth, skin, extiperfatrunk v Seiect Service Code
Rendering Provider: | Test_MGH_BackBay w || Select Provider
n | Select Below Taxonomy Code | Select Below |+
LaboratoryFaciity: | Test_MGH_Backlay w
*Facility Code: | 11 Office: v
*Service Date: E
"Units: 1 *Unit Type: Procadure
Save How Service

Tip: The Add Professional Service link may also be accessed
from the Service Plan Calendar view.

5. Select a Service Code.
Tip: If you know the service code, press the Esc key then type
the service code in pick list field.

Additional data entry fields appear.

6. Selecta Rendering Provider.
Additional data fields appear.

7. Enter service details, making sure to populate all required
fields.

8. Click I Save Hew Service I

The Update Professional Service page appears with a
message stating that the record has been successfully saved.
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A Screening Assessment may be completed in conjunction with
adding a Professional Service. If the assessment is incomplete, the
system will require you to return to the initial assessment page to
start from the beginning.

Completing a
Screening
Assessment

To complete a screening assessment:
1. Access the Service Summary page.
2. Select Screening Assessment in the navigation bar.
The Screening Assessment page appears.

Screening Assessments

® ‘BCC_Screening

[ Review Assessment ] [ Complete Assessment ]

3. Select Assessment Name.
4. Click [ Complete Assessment |

An additional Screening Assessment page appears.

Screening Assessment

Service Code: 88142
Service code description: Cytopathology, cervical/vaginal, preservative fluid, auto thin layer prep: manual screen

To complete the assessment for the service listed above, press Next'

0% complete

5. Click [Mext page]

A Screening Assessment page appears stating the assessment is
complete.
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Screening Assessment

Aszessment Complete.

[ Frevious page H Subrmit survey

| 0% complete

6. Click

The Assessments page appears with a message, ““the assessment
as been completed successfully”.

Screening Assessments

® |BCC_Screening |

[ Review Assessment ] [ Complete Assessment ]

| The Assessment has been completed successfully. |
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Users can associate service results with certain services provided to
clients.

To record service results:
1. Access the Services page.

Service Plan ID: 634 Effective From: 01/25/2006 Effective To: 01/25/2007

Service Search

Service Code: | Select Below [v] Diagnosis Description:
Service From: == Service To: =)
Status: | Select Below |»
Search Results
\Service Code Service Date Service Type Status
88142 05/02/2006 professional Erockton Hospital Draft
89243 - C 04/15/2006 professional Brockton Hospital Draft
| 52255 04/01/2006 professional Brockton Hospital Draft

| Display 1te 3 of 3|

[ Add Professional Service ] [ Add Institutional Service ]

2. Select a Service Code link from the search results.
The Service Summary page appears.

3. Click Service Results on the navigation bar.

The Service Results page appears.

Service Plan ID: 653 Effective From: 05/08/2006 Effective To:

B8142-Cytopathology, cervicalivaginal, preservative fluid,

Service Code: ) -
auta thin layer prep; manual screen

Type: professional

Service Results

|Date Received Service Result Type Reporting System Result Status

[ Add Service Result |

4. Click [Add Service Result |

The Add Service Result page appears.
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Recording
Service ReSU |tS Service Plan ID: 653 Effective From: 05/05/2008 Effective To:

; Service Code: 88142-Cytopathology, cervicalivaginal, preservative fluid, Tvpe: Professional
Contlnued " auta thin layer prep; manual screen ype:

Add Service Result

Service Result

Type : Pap

Reporting
Bethesdz2001 Select
System/Units:

5. Select Reporting System/Units
6. Click [E==t]
The Add Service Result page appears.

Service Plan ID: 653 Effective From: 05/05/2006 Effective To:
Service Code: EE142—_C\ft0path0IDgy, cervicalfvaginal, preservative fluid, Type: Professional
auta thin layer prep; manual screen

Add Service Result

Service Result Pa

Type: R
‘Reporting g a0
Systemi{Units:
‘Result: 21-Megative for Intraepithelial Lesion or Malignancy
Specimen Adequacy: 3-Unzatisfactary [©
Date Received: E “Status: | D2-Further screen

Recommended

Follow Up Months:
Comments:
[ Save New Service Result ]

7. Enter service result details, populate all required fields.

8. Click |Sa'u'f: Hew Service Hesultl

The Service Results page appears displaying the new entry.
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Recording
Service Results
continued

Completing a
Final Diagnostic
Assessment

Service Plan ID: 653 Effective From: 05/05/2008 Effective To:

88142-Cytopathology, cervicalfvaginal, preservative fluid,

auto thin layer prep; manual screen Type: professional

Service Code:

Service Results

Date Received Service Result Type Reporting System Result Status
05/05/2006 Pap Bethesdani 01-All screening
complete

| Display 1to 10f 1]

[ Add Service Result ]

At the close of a diagnostic work-up, a Final Diagnosis Assessment
needs to be completed when appropriate.

To complete a final diagnostic assessment:
1. Access the Add Associated Service page.

2. Click Final Diagnosis on the navigation bar.
The Final Diagnosis page appears.

Current Location: Client> Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses

| Client #12448 : Jane Austen

» Service Plan Calendar

» Service Plan Summary Service Plan ID: 546 Effective From: 01/26/2006 Effective To:

» Plan Notes

ppiasks | Final Diagnoses
» Assigned Resources. - - il i _ _ MG
»Cases |DeterminationDate ~~  Diagnosis Tvpe . PHmayCode o
: 05 - CN WSevere dysplasia/cancer in
+ Services Cervical situ (biopsy requred) complete |
» Final Diagnoses »
» Service Plan Assessments | | Display 1to10f1]
Current Location: Client > Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Disgnoses > Final Diagnosis Summary
Final Client #12448 : Jane Austen
» Summary »
» Associated Services Service Plan ID: 548 Effective From: 011267200 Effective To:
» Assessment
Update Final Diagnosis
Diagnosis Type cannot be changed for a Final Diagnosis that has one or more Associated Services.
*Diagnosis Type:
Primary Diagnosis Code: | 05 - CIN WSevere dysplasiaicancer %
Date of Diagnosis ]
Determination: (© 262008 Status: | Complete "
Recommended Follow Up 1y Recommended Follow Up Date: 03/2672008
Months:
Clinical Notes Related to
Diagnosis:
Save Changes | [ Delete Final Diagnosis
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4. Click Assessment on the navigation bar.
The Diagnosis Assessments page appears.

Current Location: Client > Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses > Final Diagnosis Summary > Assessments

Final Diagnosis Client #12448 : Jane Austen
» Summary
» Associated Services | Diagnosis Assessments

» Assessment OO

| O IDmgnosnc_Treal ‘

[ Review Assessment | [ Complete Assessment |

5. Click [Complete Assessment].
The Diagnosis Assessment page appears and the diagnosis
assessment begins.

Current Location: Client > Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses > final Diagnosis Summary > Assessments > Assessment

Final Diagnosis Client #12448 : Jane Austen
I |
» Associated Services | Diagnosis Assessment
>

[+ Assessment

Client Last Name: Austen Client First Name: Jane Client ID: 833

To complets the assessment for this client, press Next

L 0% complete

Tip: Notice the % Complete bar at the bottom of the page.
Once started, work must be completed. A partially completed
assessment cannot be saved.

6. Click [Next Page].
The Diagnosis Assessment is continued.

Current Location: Client > Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses > Final Diagnosis Summary > Assessments > Assessment

Final Diagnosis Client #12448 : Jane Austen

» Summary ) i R

» Associated Services | Diagnosis Assessment

» Assessment >
WHN Cervical Diag ic and Ti
Date the information was
collected:

Staff who collected the information:

First name: sally Last Name: staff
Next page
I 53% complete

7. Enter information in the Date the information was collected
and the Staff who collected the information fields.
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A series of pages appear for completion. The pages that appear
depend on the values entered on previous pages.

The following example shows one possible series of pages that may
appear.

Sample Diagnosis Assessment pages.

Current Location: Clent> Client g{b}cn > Face Sheel > Service Plans > Service Plan Calendar > Final Diagnoses > Final Diagnosis SUMmMAry > ASsessments > Assessment

Client #12448 : Jane Austen

» Summary
» Associated Services Diagnosis Assessment

» Assessment »

Was the client referred to
MBCCTP for treatment?

OYes
OMNo

Is the client being treated?
OYes

O No, client lost to follow-up

O No, client refused treatment
O No, terminally ill, toa ill to treat

| L 69% complete

Current Location: Client> Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses > Final Diagnosis Summary > Assessments > Assessment

[Finst Disgnosis Client #12448 : Jane Austen

» Summary
» Associated Services Diagnosis Assessment
>

» Assessment

Date determined client
would not be treated:
1/26/05|

[ 84% complete

Current Location: Client > Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses > Final Diagnosis Summary > Assessments > Assessment

Final Disgnosie Client #12448 : Jane Austen

» Summary
» Associated Services Diagnosis Assessment
>

» Assessment

Assessment complete. Please press Submit to record your responses,

[ Previous page | [ Submit survey

[ g%, complete
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8. Enter information to complete the questions regarding the
client’s particular circumstances.
9. Click [Submit survey].
The Diagnosis Assessments page appears with the message,
“The Assessment has been completed successfully.”
Adding a Final ~ Users may also maintain final diagnosis details for a client.
Diagnosis To add a final diagnosis:
1. Access the Service Results page.
2. Click the Services link in the breadcrumbs.
3. Click Final Diagnosis on the navigation bar.
The Final Diagnosis page appears.
Ch_Jent Location: Client > Client Search > Face ;nl‘ﬁu Service Plans > Service Plan Calendar > Final Disgnoses
Client #1 : Samantha A. Adams
Final Diagnoses
s = : e
.IDQDM'IIONVY?I . .
Note: Diagnostic services that are recorded without an
associated final diagnosis appear on audit reports. Such
diagnostic services appear open to the CDC. Completion of
final diagnosis information is critical.
4 C|iCk| Add Final Diagnosis |
The Add Final Diagnosis page appears.
Service Plan Client #1 : Samantha A. Adams
::...I.:.Ir::r:i:"c‘m:w Service f%ulG: s62 Effective From: 01/07/2006 Effective Toc
a TOBRN Add Final Diagnosis
> “Disgnosis Type: [ Breast v
nnl;-“‘: : 0192008 ﬁ Recommended Follow Up Months:
|
5. Select a Diagnosis Type.
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6. Complete the optional fields, as desired.

7. Click |5ave Hew Final Diagnosis |

The Final Diagnosis page appears.

Service Plan ID: 653 Effective From: 05/05/2006 Effective To:

Final Diagnoses

||Determination Date Diagnosis Type Primary Code Status
IlDS!US.QDDS Cervical 01 - Mormal henign reaction Complete
|, Cervical

|_ Cervical

|Display1to 3 of 3 |

Associating Users are required to associate service(s) to a Final Diagnosis.
Services to a

; X . Toassociate service to a final diagnosis:
Final Diagnosis

1. Access the Final Diagnosis page.
2. Click the Determination Date link.

3. Click Associated Services on the navigation bar.
The Associated Service page appears.

4. Click Add Associated Service.
The Add Associated Service page appears.

Current Locatiol? Client > Client Search > Face Sheet > Service Plans > Service Plan Calendar > Final Diagnoses > Final Diagnosis Summary > Associated Services > Add
Associal ted Service
Final Disgnasis Client #1 : Samantha A. Adams
» 5
. A Services » Effective From: 01072006 Effective To:
Primn
Add Associated Service
| Service Code Service Date Service Type Erowider Status
15000 - Puncture .
o] |nspiston, ey esast, 210772008 [prosessions Im.m
| Display 1101 of 1]

Tip: The Add Associated Service page appears a listing of
all services that the client has received.

5. Select a Service Code.

6. Click [Add Association].
The Add Associated Service page appears with the new entry.
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Module 9:

Managing
Service Plans:
Assigned
Resources

Managing Service Plans

Authorized users can maintain resources for a client’s service plan.
The resources assigned to the client’s cycle of care can then be
referenced as part of a particular task, appointment or scheduled
procedure.

To add an assigned resource:

1.
2.

Access the Service Plan Calendar page.

Click Assigned Resources on the navigation bar.
The Assigned Resources page appears.

Click Add Resource link.
The Add Assigned Resource page appears.

Add Assigned Resource

Search Results

Last Name: |jones First Hame:
Specific Suborganization: | Big Healh Center v
Staff Group: | Select Below W

Staff Type: | Select Below o

(2]
o

Edih Jones Big Heakh Center Active

Service Coordinator | []

[ Save New Assigned Resource ]

Note: A resource search may be conducted based on the
resource’s last name, specific sub-organization, and staff
group or staff type.

Select the desired resource in the Search Results.

Select the Service Coordinator check box to identify the
resource as a Service Coordinator, if desired.

Click | Save Hew Assigned Resource |
The Assigned Resources page appears with the new resource.
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Module 10: Working with Case Management
Authorized users can maintain resources for a client’s case
management. The resources assigned to the client’s cycle of care can
then be referenced as part of a particular task, appointment or
scheduled procedure.
This is based on program requirements that abnormal results require
case management.
Once a case is entered, you can insert case notes as well as schedule
out tasks associated with the management of each case.
Case management consolidates the collection and access to real-time
client-level data sharing across all authorized staff involved in patient
care.
Use case management to:
e Add acase
e Add a case note
e Add atask:
0 Add appointment
0 Add planned service
0 Add template
o Add Milestone
Tip: You can access this functionality using the left navigation bar
and selecting Cases or from the Manage Service Plan navigation
box located on the Service Plan Calendar page.
Servien Pian : Client #13304 : Kathleen Johnson
| L— Year; 20087 >
[ ¢+ |
| 5 |
[ 5 |
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Adding a Case To add a case:

1. Access the Service Plan Calendar.
2. Select Cases on the navigation bar.
The Cases page appears.

Current Location: Client> Client Search > Face Sheet> Service Plans > Service Plan Calendar > Cases

Service Plan Client #13304 : Kathleen Johnson
» Service Plan
Calendar
» Service Plan
Summary

Service Plan ID: #6834 Version2 | S ectve Fromi g ne i Effective To: |01/25/2007

» Plan Notes Cases
» Tasks

- Mo Case Information found. Please add case
» Assigned Resources

» Cases >
» Services

» Final Diagnoses

» Service Plan
Assessments

3. Click add case link.
The Add Case page appears.

[Current Location: Client> Client Search > Face Sheet > Service Plans> Service Plan Calendars Cases > Add Case
Service Plan | Client #13304 : Kathleen Johnson
n Service Plan Calendar
1 Service Plan Summary Service Plan ID: #5634 Viersion 2 Effective From: U1725/2008 Effective To: U1/252007
1 Plan Notes
X Add Case
nAssigned Resources |
n Cases »  Enrolling Organizatlon: Brockion Hospital
n Services =
» Final Disgnazas Case Manager: | Mary Jones  |w|
» Service Plan |ssue Category: | Breast ] Date Entered at Dlagnostic m
- Level:
Assessments
“Enter Either CM Initiation Date or Refusal Date
"CM Initiation Date: |UsUER008 | Refusal Date: =)
Save New Case

4. Enter required information.

5. Click [ Save Hew Case |

The Case Summary page appears with the case added
successfully.
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Add i ng a Case Current Location: Client> Client Search > Face Sheet> Service Plans > Service Plan Calendar > Cases > Case Summary
continued Case Client #13304 : Kathleen Johnson
» Case Summary >
» Case Notes Service Plan ID: #6834 Version 2 Effective From: 01/25/2006 Effective To: 01/25/2007
» Tasks Case ID: 383
» Case Assessment
Case Summary
‘ Case Added Successfully
Status:  Active
Enrolling Organization: Brockton Hospital
*Case Manager:
e Covegory: [Breasy Do Emtered axDiagnesie m
CM Initiation/Refusal Date: |05/06/2006 @ ‘Date Type: Enrollment @ Refusal O
Discharge Date: @
Discharge Reason: | Select Below [“’]
[ Save Changes ][ Delete Case
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To add a case note:
1. Access the Case Summary page.

2. Select Case Notes from the navigation box.
The Case Notes page appears.

Current Location: Client> Client Search > Face Sheet> Service Plans > Service Plan Calendar > Cases > Case Summary > Case Notes

Case Client #13304 : Kathleen Johnson

» Case Summary

» Case Notes > Service Plan ID:  #634 Version 2 Effective From: 01/25/2008 Effective To: 01/25/2007
» Tasks Case ID: 363

» Case Assessment

Case Notes

No Case Note Information found. Please add case note

3. Click add case note link.
The Add Case Note page appears.

Current Location: Client> Client Search > Face Sheet> Service Plans> Service Plan Calendar> Cases > Case Summary > Case Notes > Add
Case Note

Case Client #13304 : Kathleen Johnson
» Case Summary

» Case Notes » Service Plan ID: #634 Version 2 Effective From: 01/25/2006 Effective To: 01/25/2007

» Tasks Case ID: 363
» Case Assessment
Add Case Note

*Note:

Save New Case Note

4. Type or paste information in textbox.

5. Click [ Save Hew Case Hote |

The Case Notes page appears with the note record displayed.

Current Location: Cllent> Client Search> Face Shest> Service Plans > Service Plan Calendar > Cases > Case Summary > Case Notes

[care Client #13304 : Kathleen Johnson
# Case Summary
» Caze Notes > Service Plan 1D: #5634 Version 2 Effective From: D1/25/20068 Effective To: DI/Z2H2007
» Tasks Case D 385
_'ll’.‘::!.ﬁs'.ls'.m!m 1
Case Notes
A
o Hets Recordey FlacerdedBy Comments
,__'J_ _\'\Jlll fallows g wath chent before nest scheduled .1;!|_;::|nlrm-|v| _II!:.’l'Jn’."_--’IIIH _|:.E-umr||M‘ |

lo
| Display 1o 1af 1]

[ Adacasron |
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Add a Task To add a task:
1. Access the Case Summary page.
The Tasks page appears.
Current Location: Cllent> Cllent Search > Face Sheet> Service Plans > Service Plan Calendar > Cases > Case Summary > Tasks
' | Client #13304 : Kathleen Johnson
I Service Plan ID: #6834 Versian 2 Effective From: 012520068 Effective To: 01252007
» Case ID: 385
|
Tasks
s Sahadils T TTTRITY T
| Add Appol | [ Add Flanned Service | [ Add Standard Task_ || Add Template ||  Add Milestone
2. Select a task.
The appropriate Add Task page appears.
Current Locatlon: Cllent> Client Search > Face Sheer> Service Flant > Service Plan Calendar > Cages > Cage Summary > Tacks » Add Task
|caze Client #13304 ; Kathleen Johnson
% Service Plan 1D; #8634 Version 2 Effective From: 01252006 Effactive To: D1/252007
[ Tasks 3 Case ID: 385
[scasemsmassment |
Add Appointment Task
“Qrganization Short Mame: Bl |
To add appointment task:
3. Select organization short name.
4. Click [=etect Crganization |
Add Appointment Task
“Organization Short Name: | Brackton Hospital || [ Select Organization |
*Location: ‘EED Centre St. Brockton, MA 02302 I"” Select Location
“Staff Member: u
*Task Title:
*Priority: *Task Status: '
“‘Date Scheduled: E *Time Scheduled: AM O PM O
Comments:
Recurring Task
Recurring Task: [0
Duration: ‘Se\e:t Eelow [v]
Pattern: By Date of month © By Day of week O
Day of Week: sunday (o] Monday O Tuesday (o] Wednesday O
Thursday (0] Friday [e] Saturday [¢]
Day of Month:
The page reappears with additional fields.
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5. Enter information for required fields.

Tip: If the task is ongoing, use the recurring task fields to
document this information,

6. Click | Save Hew Task |

The Task page appears with the task added successfully.

Client #13304 : Kathleen Johnson

Service Plan ID: #634 Version 2 Effective From: 01/25/2008 Effective To: 01/25/2007
Case ID: 363

Tasks

| Task added Successfully.

Date Scheduled Task Title Task Type Status
05/10/2006 |appmntment Appointment Scheduled

| Display 1to 1 of 1]
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Module 11: Requesting a Waiver

Waivers When a client is ineligible for the program, the authorized user can
Overview request a program eligibility waiver for a client.
The waiver is approved or denied by the Department of Public
Health (DPH), usually within a few days.
S h Screen for
Notification > earlg otr D> program
applican eligibility
Additiona Is applicant
information No eligible? Yes—P» Enroll applicant
needed?
A
Yes No Yes
4 4
Add information;
screen again for Aoply for waiver | Waiver
program pply approved?
eligibility
If the waiver is approved, the system allows the applicant to be
enrolled.
Women’s Health Network is currently only approving waivers for
male applicants at risk for breast cancer.
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Accessing the The Waiver Request page can only be accessed when an applicant is
Waiver Request determined ineligible through Single Program Eligibility.
Page

To access the Waiver Request page:
1. Access the Face Sheet page.
2. Click Single Program Eligibility in the navigation bar.

3. Determine that the individual is not eligible for the program.
(the waiver cannot be requested unless the applicant is
ineligible)

Eligibility Results

This person is not eligible for the selected program.
1
WHH Gender requirements were not met.

Request Waiver |

4. Click Request Waiver |
The Waiver Request block appears at the bottom of the page.
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Requesting a To request a waiver:
Waiver

Waiver Request
Person Hame:
Birth Date: 01/0541950
Program Hame: WHN Breast and Cervical Cancer Screening Program

Status: Requested

1
Reason for Waiver:  YWHMN Gender requirements were not met.

Requestor Hame: Is{eps

‘Effective From: IDSH 212005 E ‘Effective To: I E
Comments: ;I
=
Request Waiver |

1. Inthe Waiver Request block, enter waiver details, ensuring all
required fields are populated.

Note: In the Effective From and Effective To fields, enter dates
approximately a month apart. This is the time period in which you
can enroll the applicant once the waiver is approved.

2. Click Request Waiver |
A message confirms that the waiver request has been submitted.

Important: In the comments section, enter reason for waiver request.
A decision will be based upon rationale inserted in comments
section.
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Once you submit a waiver, check the system regularly for a response.

Waivers should be approved or denied within 3 days, most within 24
hours.

To view or update the status of existing waivers:
1. Access the Face Sheet page.

2. Click Waivers in the navigation bar.

The Waivers page appears; the waiver is listed as submitted,
approved or denied.

3. Click the Program link to view details.

» Face Sheet
» Client Summary
» Personal Info Waivers
» Referrals " "
- Program Status Hame Effective From Effe To
» Relations

HM Breast and
Cervical Cancer ‘ Approvedd steps 0944 2/2005 1210172005
Screening Program

| Display 1to 1 of1 |

» Eligibility Assessment

—

» Waivers
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Enrolling an To enroll the applicant, you must go through the Single Program
Applicant With  Eligibility screening again. (See module 7).
wa?vierovecj The system determines the applicant ineligible; however, since there
Is an approved waiver, an enrollment button appears and allows the
applicant to be enrolled.
| Single Program Eligibility
Provides free breast and cervical
& WHM Bresst and Cervical Cancer cancer soreening services for
* Screening Program Frogram uninsured (or underinsured) women in
Mazsachuzetts
I WHM Heart Dizease and Stroke Cardiovascular zcreening and risk
Prevertion Progratm Program reduction services
Select Program |
| Display 1to 2 of 2 |
‘Contract: |INTF34D?MM3RFR1 7228 - 2006 ;I Select Cantract |
o g“:'z“lf::'l']“’ [Trustees of Moble Hospital | __ Determine Eigibiity |
Eligibility Results
This person is not eligible for the selected program.
! WHH Gender requirements were not met.
Person Waiver Request Approved.
< Create Enrollment | :p
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Module 12: Working with Prior Authorizations

Authorizations are a function of treatment planning, case management
and service delivery in the ESM system.

Business An authorization is the process by which providers request permission
Process to provide a particular service or services. Not all services require
Overview

authorizations. Providers should submit authorizations prior to service
delivery. Previously, requests had been submitted in many forms:
telephone, fax, paper and electronically. EIM/ESM will streamline
these processes accommodating a paperless transmission.

Designated staff members from a service provider organization have
the ability to create authorizations for a specific client, identify the
status of each authorization, and review the amount of services for
each authorization. Designated staff in the program office have the
ability to review authorization requests that have been received from
providers associated with their programs and respond to such requests.

Authorization The following table lists the status states that are posted during an

Request authorization request:
Statuses
Status Definition
Draft Initial creation status
Submitted Request has been sent for authorization
Hold Status of authorization while awaiting an agency-

indicated response

Approved Authorization request approved by reviewer
Once approved services are ready to be delivered
and billed on.
Rejected Authorization request rejected by reviewer
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